Employee exit interview template:

CREATING
A POSITIVE
WORK CULTURE

How do you say goodbye?
Parting ways with employees can be a tricky, even emotional affair. Depending on
the context, it can feel like the cleanest thing is to limit communication and move
forward with a replacement hire.
However, an employee exit presents a golden opportunity to learn about your
company, and in the longer term improve your retention and employee experience.
The way you go about saying farewell says a lot about your company culture, and the effort you
make to create a happy and healthy environment for everyone.
These days, people leave companies for all sorts of reasons, and more often than not it’s
possible for everyone to have a positive leaving experience. As an HR leader, that means it’s key
to carefully consider your offboarding process and plan in an employee exit interview.
Getting it right will give you highly specific insights that will allow you to reinforce the holistic
approach you take to employee satisfaction and help you maintain a happy relationship with
leavers who may, some day, return. So it’s well worth preparing questions and a structure that
will make for the most productive and valuable meeting possible.
This employee exit interview template will take you through the main reasons for carrying out an
interview, what to watch out for, and the main questions you should consider to keep things on
the right track.

Why do exit interviews matter?
Regardless of the reason behind an employee’s departure—and whether they resigned or
were let go—exit interviews are an important part of a truly effective HR process.
They’re a key step in offboarding and give an employee a positive experience with your
company. They provide a unique setting in which the employee is more likely to not only
feel able to share their true thoughts, but also to feel that the company genuinely cares
about their opinions, suggestions, and insights.
Exit interviews can be hugely revealing, and can also play a key role in creating a happy and
healthy working environment for all of your people.
Ultimately, they’re part of how you create a company culture that supports a positive
employee experience and an open culture of feedback. You can use the things you learn to
improve relationships within existing teams and address unresolved issues—improving
happiness and reducing your turnover.
Equally, a positive employee experience has a strategic impact across your business. For
example, with the current increase in the hiring rate of boomerang employees, parting
ways on positive terms in which ex-employees felt listened to and cared for can have a
significant impact on their likelihood of returning.
Recommended for further reading:
•
•

What is an exit interview?
Why should you consider investing in the Great Return?

What can an exit interview tell you?
Clearly, exit interviews are a great opportunity to establish a positive post-employment
relationship and to contribute to a happier work environment for everyone. But it’s a
two-way street, and they can also give you a vast amount of honest, useful, and informed
feedback that can directly enhance your business.
It is a unique opportunity to collect candid feedback, so it’s best to approach it as a
significant learning opportunity, rather than as just another element to mark as complete
on the checklist. In all likelihood, you’ll uncover things which might otherwise have gone
unnoticed.
What kind of things can you learn from an exit interview?
•

 pecifics about what the employee’s job entails.
S
This is especially useful if you discover that it differs from how their role is currently defined,
helping you to create a more accurate and specific job description when recruiting a
replacement.

•

Opportunities for future improvements.
A leaver’s candid suggestions and criticisms are a great source of information to help you
identify areas of friction that you can address to increase happiness in the workplace and
improve your retention in the future.

•

Issues with systems or other members of staff.
In pursuit of making your operations as efficient as possible, exit interviews can help
uncover bottlenecks or issues deep within your organization.

•

The most attractive benefits of the job, or your company.
Take the positive selling points you discover and feed them into future recruitment drives to
help attract and retain top talent.

What should the ideal exit interview cover?
Here are some of the main areas to consider when planning your exit interview:
•

 over the basics.
C
From time to time, employees might come to exit interviews with a clear issue they’d like
to discuss with you. While that’s helpful to hear about, it can quickly railroad your planned
conversation and take time away from other issues. Keeping a checklist of the basic topics—
and areas of conversation—to hand is a great way of making sure you cover all the bases.

•

 iscuss key relationships.
D
Departing employees have first-hand experience of working alongside team members and
with direct managers. An exit interview is one of the only times they’ll feel comfortable
giving frank and honest feedback on their strengths and weaknesses, and the specific
dynamics of the team.

•

 easons for leaving.
R
Think about long-term, structural issues such as career progression, a change of
environment and pay structure, as well as short-term triggers, such as specific projects, a
change in team make-up, and any specific issues that might have occurred.

•

 erks, benefits, and opportunities they feel are missing.
P
In a competitive hiring environment, keeping track of the specific benefits others may be
offering is key to staying in the race.

Top tip: To gather the most useful data, stick to a consistent format across all of your exit
interviews. This protects anonymity, keeps things fair, and helps you see correlating
patterns.
Finally, if more serious information comes to light during the exit interview that warrants
immediate further action, be sure to establish whether or not you can follow up with the
ex-employee. This will demonstrate your willingness to address an issue and determination
to resolve it happily.

How can you set up your exit interview for success?
Productive exit interviews aren’t only about the questions you ask and the way in which
you steer the conversation. The format and setup of the offboarding process can also
heavily influence how much the employee in question is willing to share.
People have different comfort levels when it comes to face-to-face HR meetings, so it’s
worth considering offering a range of interview formats for the employee to choose from.
You might for instance offer a written form as an alternative, or a video or phone interview
in lieu of an in-person meeting.
Some employees will also feel more comfortable sharing their thoughts once their term of
employment has expired, as this can lift their confidence in the anonymity of the process.
Also, sending over the questions in advance can give the employee a chance to prepare
and understand which areas you’d like to cover. That way, you’re likely to get deeper insights
rather than off-the-cuff answers.
However you go about it, considering how to create a comfortable environment will
help employees tell you what they really think—and give you the most useful information
possible.

Your employee exit interview template
Here’s your printable exit interview template that you can use as a baseline for creating
your own exit interview strategy.
This structure is intended to help you keep the conversation focused and productive while
creating a positive employee experience. It’s broken up into five sections:
1. Reasons for leaving
2. Specifics of the job
3. Company culture and work environment
4. Technology and access
5. Further questions

Free exit interview template
Employee name:
Job role:
Start date:

Interview date:
Interviewer:
Final day of employment:

Thank you for taking the time to speak with us and share your experiences.
We will treat everything you have shared with the utmost confidentiality
and wish you success and happiness as you begin your next adventure

1. REASONS FOR LEAVING
(If the employee has been let go, it may be best to skip this section.)
When and why did you start looking for a different job?

What made you decide to leave?

Could we have done something to make you stay?

How would you rank your job satisfaction out of 10? What would have improved
this score?

2. JOB SPECIFICS
Did our onboarding process set you up for success? If not, why?

What were the best and worst parts of your job?

Did you have a clear idea of what was expected of you?

Did your job live up to your expectations?

Did your role match with your job description?

Did you have adequate opportunities for training and development?

Did working here help progress your career?

Were you compensated fairly for your work?

How did you find working with your team?

How was your relationship with your direct manager?

How would you rate your manager's performance?

Strongly
agree

Agree

No strong
feelings

Disagree

They clearly
communicated their
expectations
They provided
regular
and useful feedback
They encouraged
and
welcomed
suggestions
They supported
my professional
development
They treated the
team fairly
They recognized and
celebrated successes

Any specific comments?

3. COMPANY CULTURE AND WORK ENVIRONMENT
How would you describe our company culture?

Did you feel valued and supported?

Did you understand our company values, and do you feel that these were upheld?

Were employees treated fairly and with respect?

What could we be doing better?
Would you recommend working here? Would you ever consider working for us again?

Strongly
disagree

4. TECHNOLOGY RESOURCES
How comfortable was your work environment?

Did you have all the tools and resources you needed to do your job properly
(both in terms of software and hardware)?

What’s missing/what could be improved?

Did you have the right technology to facilitate clear communication and collaboration
with colleagues?
Did you receive adequate technical support when needed?

5. FURTHER QUESTIONS
How could we make our company a better place to work?

Is there anything else you’d like to discuss or provide feedback on?

Exit interviews and your future success
At the end of the day, an exit interview is likely to be the last direct experience that
employees have of your company. So getting it right and making sure they feel heard and
respected goes a long way towards leaving them with a positive overall impression.
By adapting our exit interview questions template and preparing in advance, you can be
sure to have productive meetings that contribute to a positive and amicable parting. You’ll
reap the rewards of highly valuable feedback on what it’s like to work for your company,
and your ex-employees will carry their fond memories into conversations with friends,
relatives, and future colleagues alike.
When deeply rooted in your company culture, a productive exit interview might even turn
out not to be an ending after all, but merely the start of a new relationship that culminates
in the employee’s eventual return.

Meet Bob
We know how important it is to provide managers and HR teams
with what they need to make decisions about your people,
especially in light of today’s modern workplace changes.
That’s why we built Bob, an employee experience platform that provides valuable and
personalized insights to grow your company’s relationships, productivity, and retention.
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